IPass Instructions 


Adding a class 


- Double click on the day of the class in your calendar 

- Select ‘Create Group Class’ 

- Enter date, time, trainer, location, and class type 

- Click ‘Generate Sessions’ 

- Scroll down and make sure all blue boxes are checked 
- Click on Class 7 ‘makeup week’ 

- Click ‘Save’ 


Deleting a Class 


- Single click on class you want to delete 

- Select ‘edit class’ 

- Scroll down to time and date, next to Select Time, uncheck ‘Show 
on Schedule’ 

- Click ‘Save’ 


Adding Vaccinations 


- Single click on class 

- Click ‘View Roster’ 

- Click on Dogs Name 

- Enter Vaccination expiration dates, vet info and phone number 

- Click ‘Save’ 

- **FY|** for puppies younger than 4 months, you MUST enter the 
expected date of Rabies, or the day they will turn 4-months old. 


Checking in Students 


- Single click on class 
- Click ‘view roster’ 
- Scroll down to the class and click ‘Check-In’ 


Adding a Registration (if they are signing up in store) 


- Click ‘Guests’ at the top of the iPass home page 

- Enter in guests phone number to see if they are already in the 
system 

- If they are not in the system, select ‘Add Guest’ 

- Go back to your schedule on the home page 

- Single-click the class they would like to enroll in 

- Select ‘Add Registration’ 

- Follow steps to add the registration 

- ***make sure pet parent opts in-or out- of text messaging 

- ***make sure PET PARENT reads and accepts or declines the 
guest waiver (YOU ARE NOT ALLOWED TO DO THIS FOR THEM!) 

- Go to the register to ring up pet parent 

- Enter in the SKU for class —or- scan the barcode (it will scan 
through the iPad) 

- Take the pet parents payment, take the reciept and enter the 
following: 

o For POS Transaction, in the first box, enter 2-digit register # 
o Insecond box, enter 5-digit transaction number 

- Click ‘Save’ 

- Hand customer reciept and let them know they will get an email 
confirming their class with dates/times 

- Inform pet parent of what to bring/approved training items 


Deleting a Registration 


- Single click on class 

- Click ‘View Roster’ 

- Click ‘view enrollment’ under dogs name 

- Scroll down to ‘Status’ and select ‘Cancelled’ 

- Click Save 

- Issue refund if approved (before second class, refer out, or with 
GM’s approval) 


Adding a Private Lesson (customer is buying privates in-store) 


- Create a private lesson based on customers date/time selection 

- Add pet parents registration 

- If you need to edit the times, edit the dates/times in the ‘edit 
class’ section 


Confirm Enrollment (after intro phone call) 


- Single click on class 
- Click ‘View Roster’ 
- Click ‘Confirm’ next to roster name 


